
Disciplinary Procedure for a business with sufficient managers, 
supervisors and personnel staff to split the different roles involved. 

1 Scope 
 
1.1 This procedure applies to all clerical, technical and manual workers. 

  
2 Principles 
 
2.1 Wherever possible problems should be resolved informally. Where this is not 
possible, or the severity of the allegation warrants it, the formal procedure detailed 
below should be followed. 
 
2.2 At any stage in this procedure an employee shall have the right to be 
accompanied by their trades union representative or a fellow employee, and have the 
right to be informed of all the matters which are the subject of the complaint.  
 
2.3 The employee may also call witnesses at the disciplinary interview or any 
appeal arising from it. 
 
2.4 No disciplinary action shall be taken against any employee until the case has 
been fully investigated. 
 
2.5 At every stage in the procedure, the employee shall be advised of the nature of 

the allegation against them, and will be given the opportunity to state their case 
before any decision is made. 

 
2.6 Prior to any disciplinary interview the employee will be advised which the 

stage of the procedure is being followed. 
  

2.7 The employer reserves the right to suspend the employee on full pay while the 
allegations are fully investigated. 

 
2.8 This Procedure may be entered beyond stage one if the seriousness of a case 

warrants disciplinary action at a higher level. 
 
2.9 A criminal offence committed outside of employment will not necessarily be 

treated as an automatic reason for disciplinary action, unless it is relevant to the 
duties of the employee. 
  

2.10 An employee will not be dismissed for a first breach of discipline except in 
cases of gross misconduct. 
 

2.11 Normally a member of the Personnel management team will be present at the 
Disciplinary Interview to ensure consistency of practice at all disciplinary 
interviews. 
 

2.12 Formal oral and written warnings shall be noted on the employee's record for a 
period to be decided at the time, after which they will be disregarded. 
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2.13  An employee who considers that disciplinary action has been taken 
unreasonably, has the right to appeal against that decision. 

 
 
3 Investigation 
 
3.1 An appropriate supervisor or manager, not immediately involved in the case, 

shall investigate the relevant facts of the situation. The investigation is to find 
out if there is a disciplinary case to answer. The investigation will establish the 
nature of the allegations and what evidence there is to substantiate them.  It 
will also give the employee the opportunity to state their case. 

 
3.2 As part of the investigation the employee will probably be interviewed.  They 
have the right to be accompanied. 
 
4 Suspension 
 
4.1 An employee may be suspended on full pay while the allegations are fully 

investigated.  Suspension is not a punishment and is not a disciplinary action. 
Every effort will be made to complete the investigation of the allegations as 
quickly as possible, in order to minimise the period of suspension.  

 
4.2 Only managers are authorised to suspend employees. 
 
4.3 At any time the employer may contact a suspended employee in order to clarify 
issues or further investigate the case. The employee must, if asked, come into work in 
order to assist in these matters. The employee will receive normal pay including any 
bonus, shift pay and contractual overtime whilst suspended, subject to their being 
available to attend investigation or disciplinary interviews when asked. 
 
4.4 Suspension will be confirmed in writing within 3 working days setting out the 
grounds on which the decision to suspend has been taken. Such letters will be 
delivered by recorded post or by hand, and will be copied to the employee's 
representative if appropriate. 
 
 
5 The Disciplinary Interview 
 
5.1 If, after fully investigating the allegations, there is reasonable belief that there 
are grounds for disciplining the employee then a disciplinary interview will be held. 
 
5.2 Once a decision has been reached to start the disciplinary procedure, a letter 
will be sent to the employee (normally 5 working days before the disciplinary 
interview), informing him/her of:  

o the nature of the allegations and the fact that the interview is to be a 
disciplinary one; 

o the date, time and location of the interview; 
o the right to be accompanied by a trades union representative, or a fellow 

employee; 
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o the names and roles of the people who will be present at the interview; 
o the names of any witnesses to be called by either party; 

5.3 Normally the disciplinary interview will be conducted by the employee's 
manager (or the manager’s nominee), accompanied by a member of the 
Personnel team.  If the matter concerned is gross misconduct or the employee 
is already on a written warning then the disciplinary interview should be 
conducted by a senior manager because of the possibility of dismissal. 

 
5.4 At the start of the disciplinary hearing the manager conducting the hearing will 
explain the purpose of the disciplinary hearing, the nature of the allegations and the 
format of the interview. 
 
5.5 The manager conducting the hearing will present the evidence and call any 
witnesses. 
 
5.6 The employee, or their representative, will be allowed to present their case and 
respond to the allegations, calling any witnesses as required. 
 
5.7 Both sides may question each other and any witness called.  However, 
exceptionally, the evidence of witnesses (such as those involved in harassment cases), 
may be heard 'in camera' i.e. without the accused employee present. 
 
5.8 If at any time, evidence or argument is put forward that needs to be checked 
then the disciplinary interview will be adjourned whilst this is done and reconvened 
later. 
 
5.9 When the manager considers that the matter has been thoroughly discussed 
they will summarise both sides of the argument and offer the employee or their 
representative an opportunity to add any further points they feel necessary.  After this 
the employee and their representative will withdraw. 
  
5.10 The manager, advised by the member of the Personnel team, will consider the 

case. The manager will decide if the allegations are true and what disciplinary 
action should be taken. 
  

5.11 The manager will reconvene the interview and inform the employee of their 
decision. 

 
5.12 The manager should take into consideration the following when making their 
decision:  

o the seriousness of the case; 
o any previous cases of a similar nature; 
o the employee's previous conduct and length of service; 
o any mitigating circumstances. 

5.13 The manager should explain the reason for their decision. 
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5.14 Where a disciplinary warning is given, the employee will be informed, orally, 
of expected improvements in behaviour, how long the warning will last for and 
consequence of failure to improve or a repeat of the offence.  The employee will also 
be told that they have the right to appeal against the decision. 
 
5.15 The details of any disciplinary action will be notified in writing within five 
working days of the disciplinary interview. The letter will include:  

o the date of the interview and names of those present; 
o details of the misconduct for which the employee has been disciplined; 
o the level of disciplinary warning and the supporting reasons 
o the improvement required of the employee; 
o the time that the warning will remain in force; 
o the right to appeal (in writing) and to whom the appeal should be addressed. 

 5.16 This letter will be delivered to the employee either by hand, in the presence of 
a witness, or by recorded post to their home address. Letters sent by recorded delivery 
shall be considered to have been received. 
 

5.16 The member of the Personnel team shall keep a record of the disciplinary 
interview and any disciplinary action taken. 

 
 
6  Stages in the Disciplinary Procedure 
 
6.1 Stage One: Verbal Warning 
 Normally the employee will be given a verbal warning if their conduct or 
performance does not meet acceptable standards. They will be advised of the reason 
for the warning, the improvements required and the timescale for improvement. A 
letter confirming a verbal warning will be sent to the employee. The warning will last 
for up to 6 months following the disciplinary interview. After that time it will be 
disregarded if the employee’s conduct or performance has been satisfactory.  If during 
the period that the warning lasts there is no improvement or more misconduct, further 
disciplinary action can be taken. 
 
 
6.2 Stage Two: Written Warning 
 If the problem with the employee's conduct or performance is serious enough, 
or if a further offence occurs whilst an employee is subject to a verbal warning, a 
written warning will be issued. The employee should be advised that, if there is no 
satisfactory improvement, further disciplinary action will be taken. The written 
warning will last for one year following the disciplinary interview. After that time it 
will be disregarded if the employee’s conduct or performance has been satisfactory. 
 
6.3 Stage Three: Final Written Warning 
 If there is a continuing failure to improve, or conduct or performance is not 
satisfactory, a final written warning will be issued.  It will warn that dismissal is likely 
to result if there is not satisfactory improvement. The final written warning will 
normally last for a maximum of one year. After that time it will be disregarded subject 
to satisfactory performance and/or conduct. 
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6.4 Stage Four: Dismissal 
 If conduct or performance remains unsatisfactory, and the employee continues 
to fail to reach agreed standards, they will be dismissed.  If the case is serious enough, 
being gross misconduct, the employee may be summarily dismissed (dismissed 
without notice).  Only a senior manager can take the decision to dismiss an employee. 
In addition to the information normally contained in a disciplinary letter, the letter 
will also contain written reasons for dismissal, the date on which the employment is 
terminated. If the dismissal is 'with notice', the notice period will be as stated in the 
employee's contract of employment, but the employer may make a payment in lieu of 
notice. 
 
6.5 Gross Misconduct 
 Gross misconduct is generally seen as misconduct serious enough to destroy 
the contractual relationship between the employer and the employee and make any 
further working relationship and trust difficult, if not impossible. Whilst it is not 
possible to detail all types gross misconduct, examples of gross misconduct include:  

o fighting, or using or threatening to use physical violence against another 
employee, customer or visitor; 

o serious negligence which causes or may cause unacceptable loss, damage or 
injury to persons or property; 

o harassment or bullying of a customer, another employee or visitor; 
o deliberate damage to, or serious misuse of emplyer’s property or the property 

of an employee, visitor, or other party associated with the employer; 
o refusal to carry out a legitimate instruction, the consequences of such a refusal 

being that there is a clear breach of contract between the staff member and the 
employer; 

o theft, fraud, or deliberate falsification of records; 
o incapacity at work through alcohol or use of non-prescribed drugs; 
o  irresponsible conduct of a nature likely to endanger the health and safety of 

the individual or others. 

 This list is neither exclusive nor exhaustive. Dismissal on the grounds of gross 
misconduct could, therefore, occur for offences not mentioned above which are of 
similar gravity, or where the contractual relationship between the employer and the 
employee has broken down. In cases of alleged gross misconduct, the employee may 
be suspended without prejudice to his/her pay, pending a full investigation.  

If, on completion of the investigation and full disciplinary procedure, the manager 
conducting the disciplinary hearing decides that the circumstances warrant dismissal 
of the employee then this may be done with notice, with a payment in lieu of notice, 
or summarily, without either notice or payment in lieu of notice. In the case of 
summary dismissal this will usually be done without notice or payment in lieu of 
notice.  If, on the other hand, it is decided that the circumstances do not warrant 
dismissal, some lesser penalty may be imposed, such as suspension without pay for a 
number of days or a written warning which will remain in force for an extended 
period, even permanently. The employee shall be told immediately of the decision 
taken and this will be confirmed in writing in a letter delivered by recorded delivery. 
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7 Appeals 
7.1 An employee who considers that disciplinary action has been taken 
unreasonably has the right to appeal against that decision. They should submit their 
appeal, in writing, to the Personnel Department, within ten working days of receiving 
the letter confirming the disciplinary action. 
 
7.2 The purpose of the appeal is to establish whether the finding of the disciplinary 
interview was appropriate and procedurally correct. 
 
7.3 Where disciplinary action has taken the form of dismissal, the appeal 
procedure shall normally be carried out as soon as practicable thereafter. 
 
7.4 Appeals will be considered by a manager supported by a member of the 

Personnel department.  These individuals will not have previously been 
involved in the case. 

 
7.5 The Appeal Hearing will be held as soon as reasonably practicable. 
 
7.6 Before the hearing, the employee or their representative should indicate the 
grounds for appeal so that there is time for the manager and member of the personnel 
department to prepare by arranging for likely witnesses to attend and documents to be 
gathered. 
 
7.7 This procedure may, in the interest of natural justice, be varied and altered by 

the manager. 
 
7.8 At the Appeal hearing the employee may be accompanied by one adviser, who 
may be a union representative or a fellow employee. 
 
7.9 The employee, or their representative, first presents their case to the manager, 
either personally or in writing, and has the opportunity to call and question witnesses 
and submit additional documents. 
 
7.10 The manager or the member of the personnel department may put questions to 

the employer and to any witness and call witnesses themselves. 
 
7.11 When the appeal has been heard the employee, or their advisor, will summarise 

their appeal. 
 
7.12 The manager will consider his/her decision after all the other parties have 

withdrawn. 
 
7.13 The manager can either dismiss the appeal or uphold it (fully or in part).  If the 

appeal is dismissed then the original disciplinary action will stand.  If the 
appeal is upheld then either all disciplinary actions can be reversed or a lesser 
penalty can be imposed. 
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7.14 The employee will be told of decision of the manager and the member of the 
personnel department as soon as possible. The decision will then be confirmed 
to the employee in writing. Where an appeal against disciplinary action is 
upheld, and the Appeal Committee does not exercise its right to substitute a 
lesser penalty than that previously imposed, all reference to the disciplinary 
action concerned shall be removed from the employee's file and the employee 
shall be notified accordingly in writing. 

 
7.15 The decision of the manager hearing the appeal is final.  There can be no 

appeal against the decision of the Appeal Hearing. 
 
8  Exclusions 
8.1 This disciplinary procedure does not apply to staff:  

a. whose Contracts of Employment were for fixed terms and these terms have 
expired;  

b. who have reached retiring age or whose employment has been extended 
beyond the age of normal retirement and that extension has expired. 
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